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QUICK REFERENCE FOR BASIC ARCHIVAL DESCRIPTION
IN ANCS+ VERSION 8.0

The ANCS+ Archives Module contains a large number of fields in many different screens that NPS
museum staff may use when cataloging and describing archival materials. These fields cover virtually
any contingency that may be faced in managing archival collections, and give users many options for
entering data.

In reality, museum staff usually will need to use only a fraction of these fields. The important thing to
remember about the ANCS+ Archives Module is that it provides complete flexibility; museum staff can
use as many or as few fields as they wish.

The archives appendix carefully discusses all fields and features in detail. This Quick Reference provides
a step-by-step, shortcut guide to the most commonly used Archives Module fields.

Please see Section P, Overview and Introduction to Archival Cataloging (pp. F:141-146) for an
explanation of archival cataloging, and for answers to the following questions:

* How is archival cataloging different from museum cataloging?

* How can I recognize a collection when I see one?

* What is an archival hierarchy and can I set one up?

* Why is it almost always a mistake to catalog each document individually?
* Why is the archives module necessary?

STEP 1: Make sure the collection you are about to catalog has been arranged.

The catalog record and description of an archival collection generally should reflect the collection’s
physical arrangement. Therefore, you should never attempt to catalog an archival collection until you
have finished arranging it, or at least know what the final arrangement will be like.

STEP 2: Enter the catalog record.

Note: For complete instructions on completing a catalog record for an archival collection, see Chapter 2,
Section II.

1. Go to the Cultural Resources directory of the Collections Management Module. Select catalog
records. Click the Add New Record button or select Add New Record from the Edit menu.
2. Go to the Registration screen, and complete the following fields:

e CLASSIFICATION:
Class 1 = History
Class 2 = Communication Artifact
Class 3 = Documentary Artifact
Class 4 = Archival/Manuscript Collection
e OBJECT: Enter name of collections, in capital letters
e CATALOG NUMBER
e ACCESSION NUMBER If the collection is made up of multiple collections, enter the
principal accession number in this field, and enter additional accession numbers in the Addl
Access # field on the Archives discipline screen (or the Addl Acc# field on the Collection
Level screen in the Archives Module.)
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e ITEM COUNT/QUANTITY/STORAGE UNIT: If you know the exact number of
individual documents in the collection, enter that figure into the Item Count field.
Otherwise, just indicate the linear footage in the Quantity and Storage Unit fields.

e DESCRIPTION: Use mixed-case letters in this field. First, list examples of the types of
documents that appear most frequently in the collection (correspondence, reports, maps,
blueprints, photographs, newspaper clippings, sound recordings, etc.). Second, provide a
one paragraph overview of the collection, citing the sorts of activities that are documented
in the collection, and examples of specific topics and highlights.

3. Go to the Archives discipline screen, and complete the following fields:

e LOCAL COLLECT #: Enter the collection number for this archival collection.

e DATES: Enter the years of earliest and latest documents under Inclusive Dates. If the bulk
of material in the collection dates from a narrower time frame, enter these dates under Bulk
Dates.

e HISTORY: Using mixed-case letters, provide a one or two paragraph history of the
organization that created the records, or biography of the person that created the records.

e ORGANIZATION/ARRANGEMENT: If the collection is organized into series, select
the ORGANIZATION subfield. Using mixed case letters, indicate that the collection is
broken up into a specific number of series: “Organized into X Series.” Then list the series
by name, identifying them as “Series 1,” “Series II,” “Series II1,” “Series I1X,” etc. If the
collection consists simply of individual documents that are arranged in a consistent pattern,
then select the ARRANGEMENT subfield, and indicate the arrangement scheme
(“Alphabetical by Name,” “Alphabetical by Subject,” “Chronological,” “Numerical,” etc.).

Note: In order to save the record, you will also have to complete the Controlled Property,
Location, Object Status, Status Date, Condition and Cataloger fields. See Chapter 2, Section II.

4. Click Save at bottom of screen to save the record. Complete the Tracking information as
necessary. Then click the Modify This Record button or select Modify This Record from the
Edit menu.

5. At the bottom of the Archives discipline screen, click on Send to Archives Module. The data
you entered will be copied from the catalog record over to the Collection Level screen of the
Archives Module.

6. Click Save and Close if you made any modifications to the catalog record, or click Cancel if
you did not change the catalog record.

STEP 3: Confirm Collection level entry in the Archives Module.
Go to the Archives Module and select the Archives (4-Level) directory. Review fields to confirm that all

data was copied successfully from the catalog record in the Collections Management Module.

STEP 4: If the collection is organized into series, complete the appropriate fields in the Series Level
screen. (IF THE COLLECTION IS NOT ORGANIZED INTO SERIES, SKIP TO STEP 6).

1. From the Collection Level screen, click on the Series Sub-Records tab, and then click on Add.
2. Complete the following fields:

e SERIES NUMBER: The series number consists of the collection number, followed by a
forward slash, followed by a number representing the series itself. For example, if the
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collection number is 5001, then the number for the first series in that collection is
5001/001, the number for the second series is 5001/002, etc.

e SERIES TITLE: Using capital letters and Roman numerals, indicate “SERIES 1,”
“SERIES II,” etc., as appropriate, followed by a colon, and then, also in capital letters,
provide the title of the series. NOTE: The reason Roman numerals are used in the title is to
make it easier to distinguish series titles in printed finding aids; subseries and sub-
subseries, meanwhile, are distinguished by using Arabic numerals and capital letters,
respectively (see Step 5, below).

o DATES: Enter years of the earliest and latest documents in the series under Inclusive
Dates. If the bulk of material in the series dates from a narrower time period, enter these
dates under Bulk Dates.

e EXTENT: If you know the exact number of individual documents in the series, enter that
figure under Count. Otherwise, just indicate the linear footage under Extent and Type of
Unit.

e HISTORY: ONLY COMPLETE THIS FIELD IF IT WOULD CONTAIN
INFORMATION THAT IS SIGNIFICANTLY DIFFERENT FROM INFORMATION IN
THE HISTORY FIELD AT THE COLLECTION LEVEL. Ordinarily, the History field at
the Collection Level would cover everything in the collection. If the various series in a
collection reflect specific organization functions or historical events, requiring more
specific information than is provided at the Collection Level, then provide a one or two
paragraph summary of that information, using mixed case letters. Note: If the History
field is used, information should be entered into the Expansion Note subfield.

e SCOPE: Using mixed case letters, enter the following information into the Expansion
Note subfield: first, list examples of the types of documents that appear most frequently in
the series (correspondence, reports, blueprints, photographs, newspaper clippings, sound
recordings, etc.); second, provide a one paragraph overview of the series, citing the sorts of
activities that are documented in the series and examples of specific topics and highlights.

e ORGN/ARRGN: If the series is organized into subseries, select the ORGANIZATION
subfield; using mixed case letters, indicate that the collection is broken up into a specific
number of subseries: “Organized into X Subseries.” Then list the subseries by name,
identifying them as “Subseries A,” Subseries B,” “Subseries C,” etc. If the series consists
simply of individual documents that are arranged in a consistent pattern, select the
ARRANGEMENT subfield, and indicate the arrangement scheme: ‘“Alphabetical by
Name,” “Alphabetical by Subject,” “Chronological,” “Numerical,” etc.

3. Click Save and Cleose before proceeding.

STEP 5: If the series is organized into subseries, complete the appropriate fields in the Subseries
Level screen. (IF THE SERIES IS NOT ORGANIZED INTO SUBSERIES, SKIP TO STEP 6).

1. From the Series Sub-Records tab, click Add.
2. Follow the same procedures as outlined above for describing series, with the following
variations:

e SUBSERIES NUMBER: The subseries number consists of the series number, followed
by a period, followed by a number representing the subseries itself. For example, if the
series number is 5001/001, then the number for the first subseries in that series would be
5001/001.001, the number for the second subseries would be 5001/001.002, and so forth.

o SUBSERIES TITLE: Using capital letters, indicate “SUBSERIES A,” “SUBSERIES B,”
“SUBSERIES C,” etc., as appropriate, followed by a colon, and then, also in capital letters,
provide the title of the subseries.
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3. NOTE: In certain rare instances, some subseries may be divided into sub-subseries, and some
sub-subseries may be divided into sub-sub-subseries. In such cases, just follow the same
procedures as outlined above for subseries, with the following variations:

e NUMBERS: For a sub-subseries, add a period to the subseries number, and then add a
number for the sub-subseries. For example, if the subseries number is 5001/001.002, then
the first sub-subseries within that subseries would be 5001/001.002.001. If sub-subseries
5001/001.002.001 is divided into sub-sub-subseries, then you would add another period and
another number for each sub-sub-subseries.

e TITLES: Whereas a series title is identified with a Roman numeral (SERIES I, etc.), and a
subseries title is identified with a capital letter (SUBSERIES A), a sub-subseries title is
identified by an Arabic numeral (SUB-SUBSERIES 1), and a sub-sub-subseries title is
identified by a lower case letter (SUB-SUB-SUBSERIES a).

4. Click Save and Close before proceeding.

STEP 6: If you choose to enter file unit descriptions, complete the appropriate fields in the File
Unit Level screen. (IF YOU PREFER THE ALTERNATIVE OF SIMPLY PREPARING A LIST
OF FILE TITLES, SKIP TO STEP 8).

1. From the Series or Subseries Level screen (as appropriate), click on the File-Unit Sub-Records
tab, and then click Add.

2. NOTE: A “file unit” refers to a group of documents that are filed together — NOT to an
individual file folder. A file unit may be contained within a single folder, or it may cover
dozens of folders — it is still just one file unit. For example, the personnel file on an employee
who works for a company for 1 year would likely be contained within a single folder. The
personnel file on an employee who worked for a company for 20 years, however, would likely
have become so voluminous that it takes up 10 folders — but those 10 folders should still be
regarded as just one file unit, and should have only one file unit entry in the Archives Module.

3. Inthe CATEGORY field, you can select the type of records that are contained in the file unit,
including ordinary textual (paper) records, architectural records, photographs, maps, moving
images, etc. For the sake of practicality, it is permissible simply to go with the default
screen and ignore this field.

4. Complete the following fields:

e FILE UNIT NUMBER: Enter a single number for the entire file unit (regardless of how
many folders it might encompass). If there are 10 file units in the series or subseries, then
they should be numbered from 1 to 10. Start over again with number 1 when you number
the file units in the next series. The COLLECTION NUMBER and SERIES or
SUBSERIES NUMBER fields should fill in automatically.

e CATALOG NUMBER and ACCESSION NUMBER: Add these numbers manually.

e DATES: Indicate years of earliest and latest documents in the file unit. If all documents
are from the same year, just cite that year.

e TITLE: Provide the title of the file unit. Don’t repeat the names of the collection and the
series, even if they are printed on the file folder.

e SUMMARY NOTE: Provide a one or two sentence overview of the file unit’s contents —
both the types of documents it contains, and the principal subjects it covers. Use mixed-
case letters.

5. Click Save and Close before proceeding.
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STEP 7: If you choose to enter item level descriptions, complete the appropriate fields in the Item
screen. THIS OPTION IS NOT RECOMMENDED IN MOST CASES. (IF YOU CHOOSE NOT
TO ENTER ITEM LEVEL DESCRIPTIONS, SKIP TO STEP 8).

1. From the File Unit screen, click on the Item Sub-Records tab, and then click Add.

NOTE: An “item” is an individual document, irrespective of the number of pages. A one-
page letter is a single item; similarly, a fifty-page report is a single item. You should complete
only one Item screen per document.

3. As with the File Unit screen, the Item screen includes a CATEGORY field that enables you
to select the type of document (textual record, map, photograph, etc.). For the sake of
practicality, it is permissible simply to go with the default screen and ignore this field.

4. Complete the following fields:

e ITEM NUMBER: Enter a number for the specific document being described. If there are
10 items (or documents) in a file unit, they should be numbered from 1 to 10. Start over
again with number 1 when you start numbering items in the next file unit. The
COLLECTION NUMBER and SERIES or SUBSERIES NUMBER and FILE UNIT
NUMBER fields should fill in automatically.

e CATALOG NUMBER and ACCESSION NUMBER: Add these numbers manually.

e DATES: List the year the document was produced, if one is provided. Otherwise, put
“n.d.”

e TITLE: Provide the title of the document, if it has one; otherwise, provide an appropriate
citation (for example, a letter from Franklin Roosevelt to Harry Truman, dated October 3,
1944, would be cited as “ROOSEVELT TO TRUMAN, 10/3/1944;” and undated letter
from Dwight Eisenhower to Richard Nixon would be cited as “EISENHOWER TO
NIXON, n.d.”). Use all caps.

e SUMMARY NOTE: Indicate the type of document (report, letter, photograph, map, etc.),
and provide very brief summary of its substance. Use mixed-case letters.

5. Click Save and Close before proceeding.

STEP 8: If you choose to do so, compile a Container List or Folder Title list, as an alternative to full
File Unit entries. (IF YOU CHOOSE NOT TO DEVELOP A CONTAINER LIST OR FOLDER
TITLE LIST, SKIP TO STEP 9).

1. From the Collection Level screen in which you have already entered information for this
particular collection, click on the Supplemental Information tab; then select Container List,
and click Add.

2. When the Container List screen appears, press F12 or click the formatted memo icon at the
end of the Folder field. This will bring up a formatted memo field. Complete as follows:

e NUMBER: Indicate the box number for which you will be listing files (“Box 1,” “Box
2,” etc.). Number your boxes consecutively from the beginning of the collection through
the end of the collection.

e TITLE: You may choose between listing the titles of every file unit in the box, or
simply listing the titles of the first and last file units in the box.

98]

Click on Save and Close before proceeding.
4. Repeat this process for each box in the collection.
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STEP 9: If you choose to do so, print a hard copy finding aid directly from your entries in the
Archives Module.

1. From the Collection screen, go to the menu bar at the top and select Record. Then select
Finding Aid/SGML from the bottom of the menu.

2. Select the type of finding aid you want from the Template field (click Browse, and select
“FINDING AID.RTFT” if you do not want to include full file unit descriptions or if you
want to include container lists. Select “FINDING AID FILEUNIT.RTFT” if you do want to
include full file unit descriptions.

3. The finding aid will be saved as a Word document, so indicate in the Output field where you
want to save the document. You can click Browse to select a location to save the finding aid.

4. Open the document in Word, and print.
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APPENDIX F: ARCHIVES MODULE

A. Overview

1. What is the Archives
Module?

2. How is the Hierarchical
Archives Directory used?

3. How is the Item Level
Archives Directory used?

4. Do | have to use the
Archives Module to catalog
archival collections?

5. What types of materials do |
catalog as archival
collections?

NPS ANCS+ User Manual (2006)

The Archives Module is an ANCS+ feature that you can use to describe and
manage archival collections. There are two types of directories available in
the Archives Module: Hierarchically Organized Archives and Item Level
Only Archives. Also included are data screens and functions to help you
define restrictions and record biographical data about the creators of your
collections.

Use the Hierarchical Archives directory (also called Four Level Archives) to
catalog and manage hierarchically organized archive or manuscript
collections. Hierarchically organized collections are first described at the
broadest level--the Collection level. The contents of that collection may be
divided and organized into sub-divisions. The three basic sub-levels are
Series, File Unit, and Item. However, a collection can be arranged into more
than just four levels by further dividing Collection and Series levels into
subcollection, sub-subcollection, subseries, sub-subseries, etc.

It is not necessary to enter records at every level. For example, a Series may
only have Item records without any intermediate File Unit records. The
organization is fluid and depends on the nature of the collection.

In ANCSH, each level in the archive hierarchy is maintained as a distinct
data table. Related records in those tables are linked by the numbering
system, which preserves the relationship of the hierarchy. Data for each
level is stored and accessed separately.

See Section P of this appendix for an overview and introduction to
organizing and cataloging archival collections.

Use an Item Level Archives Directory to catalog archival material at the Item
Level only without related Collections, Series, and File Unit records. Use of
the Item Level directory is strongly discouraged. It was included in ANCS+
to cover those extremely rare exceptions when item level-only description is
necessary. If you want to manage archival collections properly, usefully, and
efficiently, you should use the Hierarchically Organized Archives directory.

No. Use of the Archives Module is optional. All archival records that are
part of your museum collection must be cataloged in a Cultural Resources
directory using the Archives discipline. See Section II of Chapter 2 for
information on cataloging archival records.

You may want to use the Archives Module to describe your collections in
more detail.

Archives records cataloged in the Archives Module only are not included in
your CMR, AIP or National Catalog Submission. You must enter a
Cultural Resources record for your archives for them to be included in
your annual reporting.

Catalog the following types of documentary materials as archival/manuscript
collections:

e personal papers (such as a family’s letters and photographs)
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6. How do I access the
Archives Module?

7. What associated modules
are available in the Archives
module directories?

B. Hierarchical Archives

1. How is the Hierarchical
Archives organized?

Appendix F/Archives Module

e organizational records (such as corporate records)

e assembled manuscript collections (such as an assembled collection of
Civil War maps and correspondence)

e resource management records (such as field notes and reports)

Refer to the Museum Handbook, Part 11 (MH-II), Appendix D: Museum
Archives and Manuscript Collections, for additional descriptions of these
types of materials.

To access the Archives Module:

e From the Home page, double click on the Re: Archives node, or

e Inthe Navigation Pane, single click on the Re: Archives node.

XX Re:discovery for the National Park Service: ANCS+
Eée Edt View Record Tools Hep

G o D
Navigation Pane Home Page
Nevigobes 2 Re:discovery for the
{ak{Home Page S W Welcome, RED
LdRe: System

12 Global Search Results
4 Re: Management Reports

Please select a place to begin...
W Re: Archives

Re: Systern
12l Global Search Results
Re: Management Reports

A PARK - Archives (Item Level)

You will see the available directories listed.

Note: If you do not have an archives directories defined, you can create new
directories by using the Create New Directory option on the Tools menu.
See Section III of Chapter 9 for information on creating directories.

There are three associated modules available in each type of archives
directories:

e Restrictions
e Artist/Maker/Eminent Figure

e Names and Addresses

For further information on these associated modules, see Chapter 4.

The Four-Level Archives directory has four hierarchically related levels:
Collection, Series, File Unit and Item. A collection may contain several
series. Each series may contain multiple file units. And each file unit may
contain many items.

For a definition of each level of the four-level archives and how they are
used, see Section P, Overview and Introduction to Archival Cataloging.
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2. Must I use every level to
catalog an archives
collection?

3. How are the four levels
connected?

4. How many screens does an
archives level record have?

5. What is the Images tab?

6. Where can | access
Multimedia?

7. What is the Hierarchical
Parents tab?

8. What are the Sub-Records
tabs?

NPS ANCS+ User Manual (2006)

No. It is not necessary to enter records at every level. For example, a Series
may only have Item records without any intermediate File Unit records.

The hierarchical relationships between levels are created and maintained
through the numbering. All Series, File Unit, and Item records within a
Collection share the same Collection Number. All File Units within a
particular share the same Collection Number and Series Number. For more
information on creating numbers correctly, see Section C, Archives
Numbering below.

There are two main elements to an individual archival catalog record: Level
information and related records.

The “Level” tab is labeled according to the archival level you are viewing
(e.g. Collection Information, Series Information, File Unit Information, and
Item Information) and is divided into three additional tabs:

e  The main catalog record tab: Collection, Series, File Unit, or Item
Information

e Extended Information
e MARC Information (Collection Level only -- optional)

Together the Level Information sub-tab and the Extended Information tab
contain the main descriptive content of the Collection, Series, File Unit, or
Item record. In addition, the MARC Information tab gives you the option to
view and edit the MARC record that can be created from the collection level
record.

Note: A MARC (MAchine-Readable Cataloging) record is a standard
digital catalog record used by library systems. For further information about
MARC records see Section ?? below. MARC Information is optional.

You can attach images to document and identify your records using the
Images tab. See Appendix G, Imaging & Multimedia, for more information.

The archives module does not have a separate tab for Multimedia but you can
still associate multimedia files by selecting Multimedia on the View menu.

The Hierarchical Parents tab is only available for the lower levels and shows
the records that are related to the current record at the levels above. For
example, from an Item level record, to view the Series and/or Collection
records that the Item belongs to, go to the Hierarchical Parents page. Click
on one of the parent links to go to that record. Collection level records have
no Hierarchical Parents unless it is a subcollection or sub-subcollection. See
Section I, Hierarchical Archives Navigation below for more information.

The tabs for Series, File Unit and Item Sub-Records show the related records
that describe the current record in more detail. For example, to view the list
of series, subseries, or sub-subseries records for a particular collection, select
the Series Sub-Records tab from the Collection record. See Section I,
Hierarchical Archives Navigation below for more information.

Note: Each level will have one fewer sub-records tab in which it can be
divided.
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C. Archives Numbering

1. How does the Archives
Numbering work?

2. How can | view the
hierarchical relationships?

3. How are the archive

numbers displayed on the
records?
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The hierarchical relationships between levels are created and maintained
through the numbering of the collection. All Series, File Unit, and Items
within a Collection share the same Collection number. If a Series record
does not have the correct Collection number information, it will not appear as
part of the correct Collection. ANCS+ helps create Archival Numbers with
the correct formatting for the program by autofilling as many of the number
elements, as possible. See Sections E, F and G below for information on
adding related records.

To view the hierarchical relationships, see Section J below.

The full Archive Number is created by merging each of the separate number
fields on the data entry screen and adding punctuation to indicate to which
level each part refers. The combined Number is visible at the top of the
Record Pane just above the first row of tabs, as well as when you use other
ANCS+ functions like reports.

Archives - PARK - Archives (4-level) - Item

Collection Nbr Series Nbr File Unit Nbr Itern Nbr Titde

¥ 3003 0 a01 0001 REPORT OF SERVICE F..,
3003 004 001 0002 REPORT OF VETERINA...

| Archive Number: 3003/004-001#0001 |
Ttein Information | Supplemental Information | Images  Hisrarchical Parents
Main Information | Extended Information

Collection Nbr Series Nbr File Unit Mbr Ftemn Nbr

poos | 004 001 0001

Category RECORD ug Location

Catalog # Accession £ 00000
Title REPORT OF SERVICE FOR SADDLE Addf Acc#

' TN
HORSE: LIGHTNING Detas

Extent LE‘ Restrictions  No

3p Mat! m Phys Dasc

Fhys Char th Creator El
i =

S Note =)

Assoc Mat! Dimensions

Ident. By 4l s Cotsy

When the Archive Number is displayed as a whole, ANCS+ uses the forward
slash "/" to indicate a Series within a Collection; a dash "-" to indicate a File
Unit within a Series; and the pound sign "#" to indicate an Item within a File
Unit.

Example: Item number 0001 contained within Collection 3003, Series 004,
File Unit 001 displays as:
"3003/004-001#0001

e  The system automatically displays these punctuation marks to
distinguish between levels. They are not entered as data in the number
fields.

e Even if an archival level was skipped for a Collection, the punctuation
mark is displayed in the Archive Number.

Example: 3003/-#0003 is an Item that has no Series or File Unit level
parents.
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4. Do the numbers have to be
unique?

5. Are there any required fields
in the number?

6. How is the Collection
number formatted?

7. How is the Series number
formatted?
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e  Punctuation is only entered in the number fields when a Collection or
Series is further divided to indicate a Subcollection, Sub-subcollection,
Subseries, Sub-subseries, etc.

Note: The period "." is the recommended punctuation to indicate sub-
divisions within the Collection and Series levels. The system does not
restrict you to that character, but other punctuation such as a - or / to indicate
the Subcollection or Subseries may lead to confusion when the Archive
Number is viewed as a whole.

Yes. Archive Numbers have to be unique. This means that the combination
of each part of the archive number cannot be duplicated. Although there can
be many records with the Item Number "001," there cannot be two Item
"001" records with the exact same Collection, Series, and File Unit parents.
If you attempt to save a record that has a duplicate number, the system
displays a warning and asks you to change the number.

Yes. On each of the four levels, one number field is a required field: the
field for that level's number. For example, on the Series level, the Series
Number cannot be blank.

The Collection Number field format indicates if you are working with a
collection or subcollection record. If a record at this level is a subcollection
record the number in this field contains a dot (.). A number with two dots
indicates a sub-subcollection record. The Collection Number field is
required on the Collection level.

Examples: Collection: 3003 Collection
Collection: 3003.01 Subcollection
Collection: 3003.01.01 Sub-subcollection

The Archive Number on the Series level is comprised of a Collection and
Series number that identifies the series or subseries uniquely within the
collection or subcollection. If a record at this level is a subseries record the
number in this field contains a dot (.). A number with two dots indicates a
sub-subseries record. The Series Number field is required on the Series
level.

Examples:
A series called “SERIES VIII: PHOTOGRAPHS” in the Vanderbilt Estate
collection

Collection: 3003 Series: 008

A subseries called “SUBSERIES A: PRINTS” within the Photographs series
Collection: 3003 Series: 008.01

g 3003 VANDEREILT ESTATE COLLECTION
‘_J 4 oot SERIES I: TIME BOOKS
a4 oo SERIES II: ACCOUMTING RECORDS
.__J‘__U 003 SERIES III: ARCHITECTURAL PLAMNS AND DRAWINGS
\_J‘_.Ll 004 SERIES IV: LIVESTOCK RECORDS
.__J‘__U 0os SERIES ¥: MRS. WANDEREBILT'S NOTEEOOKS
\_J.\_.L-' 006 SERIES WI: BRAMAMN SCRAPEOOKS
.__J‘__u a7 SERIES WII: EPHEMERA, MEMORABILIA, AMD GEMERAL RECORDS
._J‘__U 0og SERIES VIII PHOTOGRAPHS
\.,JJ.I 0oE, 001 SUBSERIES A: PRIMTS
% oos.o0z SUESERIES B: MEGATIVES
£34% oos.003 SUBSERIES C: IMDEX CARDS
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8. How is the File Unit number  The Archive Number on the File Unit level is composed of the Collection,
formatted? Series, and File Unit number although Series can be skipped by leaving that
number blank. Punctuation in the Collection and Series numbers may
indicate a subcollection or a subseries. The File Unit Number field is
required on the File Unit level.

Example:

A file unit titled “VETERINARY BILLS" within “SERIES IV:
LIVESTOCK RECORDS”
Collection: 3003 Series: 004 File Unit: 001

YANDERBILT ESTATE COLLECTION

SERIES I: TIME BOOKS

SERIES I1: ACCOUNTIMG RECORDS

SERIES III: ARCHITECTURAL PLARS AND DRAWINGS
SERIES I¥: LIVESTOCK RECORDS

YETERINARY BILLS

SERIES ¥: MRS. WANDEREILT'S MOTEBOOKS

9. How is the Item level The Archive Number on the Item level is composed of a Collection, Series,
number formatted? File Unit and Item number although levels can be skipped by leaving that
number blank. Punctuation in the Collection and Series numbers may
indicate a subcollection or subseries. The Item Number is a required field on
the Item level.

Example:
The document "REPORT OF VETERINARY SERVICE FOR SADDLE

HORSE: MISS ELLIE":
Collection: 3003 Series: 004 File Unit: 001 Item: 0002

: YAMDERBILT ESTATE COLLECTION
g om SERIES I: TIME BOOKS
@ ooz SERIES II: ACCOUNTING RECORDS

._Jj 003 SERIES III: ARCHITECTURAL PLANS AND DRAWINGS

|.J4J:| 004 SERIES IV¥: LIVESTOCK RECORDS
|.J_.-f oo1 WETERIMARY BILLS

(1) oo REPORT OF SERVICE FOR. SADDLE HORSE: LIGHTNING
_'J o0z REPCORT OF YETERIMARY SERVYICE FOR SADDLE HORSE: MISS ELLIE
10. How can | confirm that my To determine if an archive record is associated with the appropriate parent
numbering has created the records, in View or Modify mode, click the Hierarchical Parents tab. The
desired relationship? immediate parents of the record will be displayed.

Archive Number: 3003/004-0001#0001
Iter Information | Supplemental Information | Images | Hierarchical Parents

Click on & parent record to go to it in the main screen.

e [3003] YANDERBILT ESTATE COLLECTION
\J.,J.J [3003/004] SERIES TV: LIVESTOCK RECORDS
[ [3003/004-0001] Yeterinary Bills

For further information on the Hierarchical Parents tab, see Section I below.
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11. What if | make a mistake in
my numbering and can’t find
a record | know I've
entered?

D. Adding a Collection Level
Archives Record

1. How do | access the
Collection Level records?
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If you have entered an archive record but cannot locate it where you expected
it to be in the hierarchy, use one of the following features to assist you in
locating the record.

e  Word Search on the level where you entered the record

e Hierarchical Browse — see Section J below

e  Sub-Records tabs of parent record (use the Load all sub-records option)
— see Section I, question 3 below

Once you have located the record, modify the archive number to correct its
hierarchical placement.

To access the collection level in the Hierarchical Archives directory:

e From the Navigation Pane on the left, expand the 4-level directory by
clicking the + in front of the directory name and select Collection, or

e From the Directory page on the right, double click the Collection option
under Collections.

2 Re: discovery for the National Park Service: ANCS+

File Edit ‘Wew Record Tools Help

MNavigation Pane Archives - PARK - Archives {4-level)
Navigator ES A PARK - Archives {4-level)
~{at Home Page e
Collecti
(Re: System LJ% olflections

g Collection

3121 Global Search Results
u’QJ i1 Series

._'J-Ree Managerment Reports

}Re: Collections ﬁ‘i] Itle ni

&3Re: archives @M em X
34k PAERK - Archives (4-level) I-J : anager!ﬂe.n
I-Ji.l.lnl Collection I o Restrictions
LJ.:EJ Series I-J(J.‘ Mames
LJE’ File Unit i Artist/Maker/Erninent Figure
3 tem ‘39 Names and Addresses
LAl &5 utilities

The collection level will open showing the collection records available in the
List Pane and the first collection record in the Record Pane.
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ional Park Service

Fle Edt Ve Record Toos Help
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Examples; Hotes

o Y0001 Froc &y {John Smith __10/01 /2001
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oy choose this number locally. The Added by RED on §/13/2003 12:00:00 AM  Updated by VAT on §/15/2008 4:04:05 £M

collection number links &l the levels of &

| | Ready Il | i Mo 111 record(s)

2. How do I add a collection To add a collection record:
record?
e  Click the Add button on the button bar, or
e Seclect Add New Record from the Edit menu, or

e Press F9

A new window will open in Add Mode for you to enter the collection
information.

I PARK - Archives (4-level) - Collection -
‘Ble Edt Wew Record Took Help
EEEE SR RE P E sl

Navigation Pane Archives - PARK - Archives (4-level) - Collection

Field Help AFCHIVETNGR

| Collection Humber | Collection Information

| Straight entry field a
| Ccarres over from collctions

| management module)

Requires entries with &

standard format for Callection

[ Main Information | Extended Inform:

Collection Nbr | Location I =
Catalog # lparK | Accession # [PARK | - | [oooon |
level records an Cotlection Titie Add! Acc# | =

L inel. Dates [

|
| Bulk Dates I ]

) defines
| sub-collection records. Extent Restricttons No
| Exomples Creator
| Colltion: 100 P——
| Sub-collection: 100,01 i
Scope

| Assign a number to the
colection. You may choase Orgn/aregn

Print Help

Provenance

Language

Find Aids

Assoc Mat!

Hotes

eroc By |

Create MARC Record Get From Collections Management

Added by RED on 9/24/2006 12:24:56 AN Lipdated by RED on 9/24/2006 12:24:56 AM

Save and Close  Save and Add Another  Save  Cancel

| | |Ready Il || Add tode

Note: For the Collection Level, archive records that have already been
cataloged in the Cultural Resources directory can be transferred to the
archives module to automatically enter the information on this screen. See
D.3 below for information on how to get the data from the cultural resources
directory if it has already been cataloged.
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3. How can I get the data from

the Cultural Resources
record?

What if | get a message that
my archives directory is not
connected to a cultural
resources directory?

Which fields are updated
from the cultural resources
record?

Can | transfer information
from the archives Collection
record to the Cultural
Resources record?

How do | complete the fields
on the Collection Level Main
Information tab?
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If you have already entered the data for the archives collection record in the
Cultural Resources record, you can transfer that information to the Collection
record in the archives directory.

Warning. Data transferred from the collections directory will completely
overwrite any data that is currently in the Collection record in the archives
module in the corresponding fields.

e To get the existing data from the Cultural Resources catalog record:

e Add a new record by clicking the Add button or selecting Add New
Record from the Edit menu.

e  Enter only the corresponding catalog number in the Catalog Number
field that matches the record in the Cultural Resources directory.

e  Click the Get from Collections link at the bottom right of the collection
page.

e A message will appear indicating that you must first save the record
before you can get the data from the Collections directory. Click Yes to
save the data and proceed.

e The next message asks if you are sure you want to get the data from the
Catalog number you entered in the catalog number field. Click Yes if
you want to get the data for the catalog number indicated.

e  Once the data is transferred, you will get a confirmation message that the
record has been updated. Click OK.

You must set up file sharing between directories to be able to transfer the
information between them. Refer to Section VI in Chapter 9, System
Options for information on setting up file sharing between the cultural
resources and archives directories.

For information on which fields are transferred between the Archives
Collection record and the cultural resources record, see the field-by-field
instructions below and Section II of Chapter 2.

Yes. You can transfer information from a Collection record to a Cultural
Resources record by going to the Cultural Resources directory in the
Collections module and using the Get from Archives Module function. See
Section I1.C.7 of Chapter 2 for information on using this function from the
Cultural Resources record.

Follow the field-by-field instructions below for completing the information
on the collection record. Field help for each field is also available in the
Navigation Pane on the right.
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(Collection Nbr)
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Added by RED on 9/24/2006 12:24:56 AN Lipdated by RED on 9/24/2006 12:24:56 AM

Save and Close  Save and Add Another  Save  Cancel

Ready I A Mode

Straight entry field.
(carries over from the Local Collection # field in the collections module)

Requires entries with a standard format for Collection level records and
Subcollection level records. Accepts letters or numbers in any combination,
without spaces, punctuation or other symbols. A period (.) defines
subcollection records.

Collection: 100
Subcollection:  100.01

Examples:

Assign a number to the collection. You may choose this number locally.
The collection number links all the levels of a collection and appears on the
screen for all records in the collection. The collection number is not the
same as the catalog number.

Memo field (F12 to expand, or right click and zoom).
History tracking field that links to the Location supplemental record.
(carries over from the collection module — Location field)

Enter the physical storage location of the collection, starting with the most
general location. For example, enter the building number or name, the room
number, the cabinet number, and the shelf number.

For specimens stored outside the park, enter the name of the institution where
the specimens are located, such as SEAC or University of Texas.

Develop standardized terms and abbreviations for storage areas and use these
consistently. Enter locations from general to specific. Separate entries with
a space.

A list of recommended abbreviations:

HS Historic Structure
BLDG Building

RM Room

CAB  Cabinet

FCAB File Cabinet

FCDR File Cabinet Drawer
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Catalog Number
(Catalog #)

Accession Number
(Accession #)
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MC Map Case

C Case
SEC Section
SH Shelf
R Rack
BX Box
DR Drawer
U Unit

Example: HS 1 RM 101 SH 5
BLDG 18RM 1 U 13

The program allows you to track changes in location. If you modify a
location, the program will include the Location supplemental in the Track
Changes window when you save the record. A history of location changes
appears in the Location supplemental record.

This is a 3-part 12-character field.
(use to match with cultural resources record in the collections module)

a. The first part is the four-letter park acronym, in the form of "TAAAA."
(The acronym will autofill from the record you were viewing just prior to
adding a new record. You can change it, if necessary.)

b. Leave this space blank if the park has only one museum collection.

If the park has different units that have separate accession and catalog
systems, enter a museum collection designation in the form of a letter, for
example, A, B, C. Only a few parks will use such a designation. The Chief
Curator must approve this designation. Review requests to use a designation
with the SO curator. Send requests in writing to the Chief Curator, Museum
Management Program, Cultural Resources Stewardship and Partnership
Programs.

c. The third part is the unique sequential number assigned to a collection,
for example, 999999.

Examples: SAFR 23
COLOJ 345. The Colonial number contains a "J" as a
designation for the Jamestown museum collection.

Note: The catalog number links the collection record to the catalog record in
the collections module. Click on the Catalog # link on the screen to view the
catalog record.

This is a 3-part 10-character field.
(carries over from the Accession # field in the collections module)

Enter the earliest accession number for the collection.

a. The first part is the four-letter park acronym, in the form of "TAAAA."
(The acronym will autofill from the record you were viewing just prior to
adding a new record. You can change it, if necessary.)

b. The second part is a hyphen, which distinguishes the accession number

from the catalog number. (The hyphen will autofill when you add a
record. You can change it, if necessary.)
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Additional Accession Numbers
(Addl Acc#)

Collection Title
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If the park has different units that have separate accession and catalog
systems, enter a museum collection designation in the form of a letter, for
example, A, B, C in place of the hyphen. Only a few parks will use such a
designation.

The Chief Curator must approve the designation. Review requests to use a
designation with the SO curator. Send requests in writing to the Chief
Curator, Museum Management Program, Cultural Resources Stewardship
and Partnership Programs.

c. The third part is the 5-digit identification number assigned to an
accession, for example, 99999. The program automatically pads the
number with zeroes.

Examples: EDIS-00001
NOCAS00004. The North Cascades accession number contains
an "S" to indicate a separate collection.

Note: This is the same as the accession number for the corresponding
cultural resources record in the collections module.

The accession number links the collection level record to the accession
record in the collections module. Click on the Accession # link on the screen
to view the accession record.

Memo field (F12 to expand, or right click and zoom).
(carries over from the Additional Accession # field in the collections module)

An archival collection may be composed of many accessions. If a new
accession is received that has the same provenance as one or more accessions
already cataloged as part of a single collection, that new accession should be
added as an ‘accretion’ to the existing catalog record. Update volume, date,
and descriptive information as necessary, and modify the Additional
Accession numbers to include the number of the new accession. Use the
NPS format for accession numbers: the four letter park acronym, a hyphen
or museum collection designation, and a 5-digit identification number.

Examples: EDIS-00001
FRLA-00061

Note: The collection-level survey record and finding aids will note if a
collection includes multiple accessions. Copies of the collection-level survey
description belong in the accession file of each accession that forms part of
the collection.

Memo field (F12 to expand, or right click and zoom).
(carries over from the Objects field in the collections module)

The collection title is the name by which the archives and/or manuscript
material is known. It consists of the creator's name, followed by the physical
form of the collection.

Name element: Give the full name of the creator or collector of the archival
materials, whether an organization, individual, family, or group. Use direct
order, first name followed by the last name. Do not invert the name. Do not
include articles such as "the" or "a" at the beginning of the name. Use all
capital letters.
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Inclusive Dates
(Incl. Dates)

Bulk Dates

Extent
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Form of material: Record a term that characterizes the form of material in
the collection. For collections containing a single form of material, use a
material designation, such as letters or photographs. For collections
containing multiple forms of materials, use

e "Papers" for personal papers of individuals or families
e "Records" for the archives of organizations, corporate bodies, or groups

e "Collection" for a group of materials that was formed artificially around
a person or subject

Examples: WARREN SEARS NICKERSON PAPERS
THEODORE ROOSEVELT FAMILY PHOTOGRAPH
COLLECTION
HARMONY HALL FIELD RECORDS
YORK CORPORATION RECORDS

Straight entry field.
(carries over from the Dates: Inclusive Dates field in the collections module)

Enter the inclusive dates of the materials found in the collection, for
example, 1900-1960. Inclusive dates tell you that the earliest document dates
from the first date and the latest document dates from the latter date. If date
is approximate, use "circa," followed by a blank space - for example circa
1900-1960.

Straight entry field.
(carries over from the Dates: Bulk Dates field in the collections module)

Enter the date range for the majority of the collection, for example, 1928-
1957 may be the bulk dates for a collection with inclusive dates of 1900-
1960. The bulk dates indicate that most of the collection dates from 1928-
1957. If date is approximate, use "circa," followed by a blank space - for
example circa 1928-1957.

Note: Do not enter bulk dates without inclusive dates.

Formatted Memo field. Press F12, begin typing, or right click and zoom to
expand the field. You can also click the formatted memo icon to expand the
field.

(carries over from Item Count, Quantity, and Storage Unit fields in the
collections module)

The field will expand into three subfields: Count, Extent, and Type of Unit.
An underline separates the subfield entries on the collection screen.

Count (Straight entry) (from Item Count in collections module)

Enter the number of items in the collection, if you know the exact number of
items. Most collections do not have an item count. Count a multiple-page
document, such as a bound volume, multi-page letter, or manuscript as one
item. If an item count is necessary, use the conversion factor of 1,600 sheets
equals one linear foot.
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Restrictions

Creator
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Extent (Memo field) (from Quantity in collections module)

Enter the number of linear or cubic feet. Use decimals for fractions of linear
or cubic feet, for example 1.4.

Type of Unit (User-built table--F5, Ctrl-F5) (from Storage Unit in
collections module)

Choose a unit of measure from the user-built table. This is the unit of
measure for the count or the extent. Use the abbreviation "LF" for linear feet
and "CF" for cubic feet. Use "EA" if there is only an individual count.

As you type, the word will complete from an authority table of acceptable
terms. Press the F5 key or click the down arrow icon to view and select
terms from the table.

Users with the appropriate security rights can add, delete, or modify terms in
the table. To add an entry to the table, right-click in the field and select
Browse Authority Table or press Ctrl-F5, then click Add Term. After
entering the term, click Save Change, then click Select to enter the term in
the field.

System generated field.

It will display ‘No’ if there are no restrictions entered in the Restriction
supplemental for the record. It will display ‘Yes’ if there is a Restriction
supplemental for the record.

Note: Restriction supplementals will carry over from the cultural resources
record when using Get From Collections Management.

For more information on the Restriction supplemental, see Section XIX of
Chapter 3, Supplemental Records.

Repeating Formatted Memo.
(carries over from the Artist/Maker field in the collections module)

Type in the field, press F12 or click the chart icon B to expand the field.
The Artist/Maker — Repeating formatted memo screen appears with two
repeatable subfields: Artist and Role.

Artist/Maker - Repeating Formatted Memo L]

Move Up Move Down Insert Append Delete

Artist

Role
= s T

#

Save and Close Save Cancel

Use this field to record the creator(s) of the archival collection. For people,
enter the last name, first name and middle initial.
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Artist (User-built table -- F5, Ctrl-F5) Linked to the Artist/Maker/Eminent
Figure associated module.

For archival/manuscript collections, enter the name of the person, family, or
corporate body chiefly responsible for creating or assembling the collection.
Refer to the Section II, Chapter 2, for further information.

As you type, the name will complete from an authority table of names in the
Artist/Maker associated module. You can also press F5 or click the artist icon

&’ to view and select names from the table.

To add an artist/maker to the table, right-click in the Artist field and choose
Browse Authority Table or press Ctrl-F5. Click Add to add a new entry. The
Artist/Maker/Eminent Figure screen allows you to enter information such as
birth and death years, accomplishments, and nationality. The entry you add will
appear in the table.

Refer to Section XI of Chapter 4 for information on the Artist/Maker/Eminent
Figure associated module.

The entry from the table will appear on the Artist/Maker expanded screen.
Click Save and Close to add the entry to the field on the main screen.

Note: The link icon next to the artist icon allows you to view the artist/maker
record for your entry.

Role (User-built table — F5 , Ctrl-F5)
Add information such as "attributed" or "author".

As you type, the word will complete from an authority table of acceptable
terms. Press the F5 key or click the down arrow icon to view and select
terms from the table.

Users with the appropriate security rights can add, delete, or modify terms in
the table. To add an entry to the table, right-click in the field and select
Browse Authority Table or press Ctrl-F5, then click Add Term. After
entering the term, click Save Change, then click Select to enter the term in
the field.

You can enter multiple rows. Press the down arrow key, or click Insert or
Append, to enter additional creators for this record. Click Save to save and
return to the main window. Multiple terms are separated by an underline
(_). Rows are separated by a double bar ( ||).

Formatted Memo field. Press F12, begin typing, or right click and zoom to
expand the field. You can also click the formatted memo icon at the end of
the field.

(carries over from the History field in the collections module into the
Expansion Note subfield)

The field will expand into two subfields: Brief Note and Expansion Note
(both memo fields). In most cases, it is sufficient to use only one of these
subfields - preferably, the Expansion Note - but not both. If the Expansion
Note is unusually long, then it is acceptable to enter a one- or two-sentence
summary in the Brief Note as well.
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Enter a biographical or historical note about the creator of the collection.
Enter information that will help to make the nature and scope of the
collection clear. Use mixed case when entering data.

For personal papers, provide significant information about the life and
activities of the person who generated the collection, including:

dates and places of birth and death
e  variant names

e education

e occupation

e significant accomplishments

For family collections, identify the members of the family and their
relationships and significant biographical facts about each.

For corporate bodies, identify the structure, function, purpose, and history of
the organization that created or accumulated the collection, including:

e dates of incorporation and dissolution

location of operations

e  variant names

e hierarchical location (sibling and parent organizations)
e corporate functions, activities and products

e  Dbrief administrative history

Example of historical note: Warren E. Miller, 1924-1992. Mr. Miller was
also known as "Birney" Miller referring to his interest in street cars and
in particular the "Birney Safety Car" mass produced in the years after
the First World War. From 1946 to 1987, an